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Old System Barriers

Difficulty submitting GPRA
through Adobe swmiiom

Limited options to submit
GPRA

Multiple steps to storing
GPRA

We’'re changing our GPRA submission %
process, so providers have seamless
options to submit datal

New System Pros/Solutions to Barriers

When providers submit GPRAs to the
new system, they willnot need an
account.

Mulfiple (simpler) options to submit
GPRA

Reduced stepsto store GPRA



GPRA Submission

GPRA submissions for the next fiscal year will not be submitted by
clicking the submit button.

B 2T TR TLTEHERS & &
fill out the following form. When finished, click Submit Form to return the completed form. You can save data typed into Highlight Existing Fields
m.

I‘f your.form |n’c.ludes .
Submit Form’ in the top Report Generated:

I’IghT-hCI nd corner yOU are CONFIDENTIALITY OF ALCOHOL AND DRUG ABUSE PATIENT RECORDS

R . The confidentiality of alcohol and drug abuse patient records, which may include HIV/AIDS information and other records indicating
U S Iﬂ g Th e Ol d fo rm F | n d the presence of a communicable or non-communicable disease, maintained by this program is protected by Federal law and
‘ regulations. Information identifying a patient as an alcohol or drug abuser will not be disclosed by the person or organization that

the updated form without  receivedituniess

. H (1) The patient consents in wrting, OR
Th |S O pTIO ﬂ . (2) The disclosure is allowed by a court order; OR
(3) The disclosure is made to medical personnel in a medical emergency or to a qualified personnel for research, audit, or program
evaluation; OR
(4) The patient commits or threatens to commit a crime either at the program or against any person who works for the program.

If relevant, | also voluntarily authorize and request disclosure (including paper, oral and electronic interchange) of any mental health
information. This includes specific permission to release all records and other information regarding mental health treatment,
hospitalization and outpatient care.

Violation of the Federal law and regulations by a program is a crime. Suspected violations may be reported to the United States
Attorney in the district where the violation occurs.
Federal law and regulations do not protect any information about suspect child abuse or neglect from being reported under state law

to appropriate state or local authorities.
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GPRA Submission

GPRA submissions will be
sent fo a Box.com folder.

Three Forms of Submission

1. Email
2. Link —Drag File
3. URL-Submit

Note: Providers cansubmit GPRA without
having a Box.com account.
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GPRA Submission - Email

Before GPRA isemailed, it must be saved using the
following criteria.

Criteria
First name initial, last name initial, date completed, underscore,
type of evaluation.

Intake Example

John Brown completed anintake appointment on February 19,
2021

Example: JB021921_intake

Follow-Up Example
JB021921_followup

v
-

Discharge
JB021921_discharge
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GPRA Submission - Email

Completed GPRAs must be sent to the following email address.

M__GPRA.ysx58yb3rit4bk99@u.box.com
Copy and past the

email address into the

JB02192

=

File Message Insert Options Format Text Review Help @ Tell me what you want to do ‘TO, SeCTlon
[l ~ < | calbriody) v 11 v B I U £ «- A « = . i= . =T & 5
> To M _GPRA.ysx58ybritdbk39@u.box.com The subjec’r of the
- ; email should be the
title of the GPRA
Subject JB021927_followup sqQvVv ed.

One Agency. One Mission. One Voice.

District of Columbia Department of Behavioral Health



GPRA Submission - Email

Attach GPRA

Anne w b

I M GPEA e B Insd b0t v box, com

FENG U
bjiect M2 1921 _followup

IBEVE dmx haige ru-l"

m KB ) i

First Mame Last Namae

Project Director -

OC Department of Behadoral Health
B4 Mew York Avenue,

Washington, DC 20002

(€] 202-111-1111

M GPRAysx 58vb3rtdbk0@ u box com

;‘ To

Send ‘ Ce

et 18021921 _followup

JB0219217_discharge. pdf
2 MB

If youremail signature includes
images, such as agency logos,

Twitter, Facebook, or Instagram,

please delete before sending
the email.

Et Name Last Name
hject Director =

o Department of Behavioral Health
64 New York Avenue,

Washington, DC 20002

(C) 202-111-1111

This emal trannmission and any induded attackments are intended onldy fer the persen or entity to which & is ar
eonfidential amd legalhy privileged or protected information uader the Health Insarance Portabilty amd Azcount
'1 stribution. uss, or copying of this message is stricthy prohibited. If you have received this communication in

‘“gthu latest information on the District Government’s response to COVID-19 (Corar
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This email transmission and any included attachments are intended only for th
confidential and legally privileged or protected information under the Health In
distribution, use, or copying of this message is sirictly prohibited. If you have r

For the latest information on the District Government’s respc
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GPRA Submission - Email

Success! Your email attachment was uploaded to Box...

Some content in this message has been blocked because the sender sn't in your Safe senders list. | trust content from noreply@box.com. | Show blocked <o

° Box <noreply@box.com> .
Y A 11 1 AM —

To:  Sender’'s Name

Your email attachment, JB021921_discharge.pdf, was successfully uploaded
into the M. GPRAs to Transfer folder

J In tO your Box account to manage or add collaborators, or to share a link to this file with

Reply Forward

One Agency. One Mission. One Voice.

You willreceive a
confirmation email once
your document has been
successfully sent to the
email address.
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GPRA Submission - Link

The following link will be shared with all providers submitting GPRA.
https://dcgov.app.box.com/f/449e5eec80a034299af322d26163cdeb]

X

Step 1: Click on

(1 https://dcgov.app.box.com/f/449e5eec80a34299af322d96163cde6 1 .I.he ||n|< The fOl del’
ictive with Microsoft Edge, finish setting up your browser, Maybe later wW il | O p p eo r for
you to began
adding files.

Submit files

Upload files *

Before submitting, please be sure you trust this site, have the rights to the data, and want to share this content to

the owner of this file request.

Box Terms of Service | Box Privacy Natice

One Agency. One Mission. One Voice.
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GPRA Submission - Link

Step 2: Go to the folder on your computer where your GPRA documents are
stored. Left click the document and drag your mouse into the blue box.

i
|
1
— ~DR 2 |
———— e . Search LFES i
View i x v \/ R p— {
Share o — S \
| Home — I |
. GPRA g i
- wnloads ? e ? |
"\ '? > Thlspc » Down I e Da ‘;;‘Gq S : [1
| N P — = s Lcrosoft Edge ¥ |
\ = nt G20 AM o . \
\ A Nam /AN T sxcrosoft Edge ¥ |
4 < ~ro1 323 AM - S
ick access WCSATGPRATOO‘ 21472021 %43 : \x-ccosoft Edge f \
¢ A GPRATool Followup 472021 29 AN 3 © ll
esktop g CSAT mEE PR
lt ownloads ¥ @ CSAT GPRA Tool!
| s DATA  aneant

Mﬂ:i ______________________________________________
‘. M —
|
|

.

Dwrag and drop files

Select Files
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GPRA Submission - Link

Once you have successfully dragged the document, it will appear in the
folder.

Submit files
Submit files

Upload files *
Upload files *

> & CSAT GPRA Tool_pdf 4701 KB

Add another file

/
O

Step 3: Click
submit

One Agency. One Mission. One Voice. D BH
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GPRA Submission - Link

After you click . the document will begin loading. A message
will appearthatinforms you the file has been submitted successfully.

Success! Your file has been submitted.

You may now X out of the web browser.
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GPRA Submission - Link

Multiple Submissions

If you have multiple GPRAsthat needto be uploaded, highlight all of them. Left click the first
document, press Shift, and then go to the last document you would like to upload. Click it.
Alldocumentsin between the first and last document should be highlighted.

Share  View Submit files
» This PC » Downloads » GPRA

£3 Upload files *
- Mame Date modified me
p @i CSAT GRRA Teel 2/4/2021 9:291 & CSAT GPRA Tool_Followup.pd 15 MB
[Ed CSAT GPRA Tool_Followup f2021 9:29
. @1 CSAT GPRA Tool_INTAKE /2021 9:.29) @ CSAT GPRA Tool_INTAKE.PDF 1.5 MB
* [Ed DATA Consent 1
& CSAT GPRA Toolpdf 490.1 KB

Follow the same process previously
discussed to drag all the
documents. Once all the
documents appear, hit

Add another file

Submit
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GPRA Submission - Link

After you click . the document will begin loading. A message
will appearthatinforms you the files has been submitted successtully.

Success! Your files have been submitted.

Fl'

You may now X out of the web browser.

One Agency. One Mission. One Voice.
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GPRA Submission - Link

you can manudally select the file.

Alternative to draggingfiles: If you do not wish to drag files into the blue box,

Submit files

#F Quick access
Upload files *

EE g
-EE - = -
[ Desktop » - ' * -4
3D Contacts Desktop Docume Docume Downloa Favorites
&4 Downloads | = Objects nts nts ds
@ Documents )
T — =) Pictures # d a & & S
: GPRA Music Onelrive OneDrive Pictures Saved Searches Videos
1 . - Games
GPRA Site Gaovernm
Click here i >
Drrag and drop files 1

Click the folder where your

file is located.
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GPRA Submission

Onceyou have chosenthe folder,
select the file and click Open

il s g
Submit files
folder == ~ M 9‘
-~ MNarme Date modified Type Size
| Upload files *
[Ed CSAT GPRA Tool 27472021 9:29 AM Microsoft Edge P... 491 KB
@_1 CSAT GPRA Tool_Followup 2/4/2021 9:29 AM Microsoft Edge P... 1,539 KB L a CSAT GPR Taalndf 4901 KB
_ - » C P ool.p 490.
= [Ed CSAT GPRA Toel_INTAKE 2/472021 9:29 AM Microsoft Edge P... 1,334 KB
@ DATA Consent 2/472021 9:29 AM Microsoft Edge P... 87 KB
EE] DC GPRA Tracking Database FY19-20 2/17/2021 3:03 PM Microsoft Excel W... 143 KB
@ GPRA LOCATOR FORM 2/472021 9:29 AM Microsoft Edge P... 99 KB
@] SOR Providers 2/11/2021 %:35 AM Microsoft Excel W... 10 KB
r
hal I il Add anather file
ile name: | CSAT GPRA Too! v| |AI| files v|
Open Cancel
—
-

The document will
appear. Click submit to

successfully upload the ‘

file. b
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GPRA Submission - Link

A message will appear thatinforms you the file has been submitted
successfully.

Success! Your file has been submitted.

You may now X out of the web browser.
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GPRA Submission

A URL will be created that will allow
providers to submit GPRAs. We are
currently updating ourwebsite. Once the
updateis finalized, and it goeslive,
providers will be notifiedto visit the site to
obtain the URL for GPRA submissions. A
follow-up email with instructions will be
provided at that fime.
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GPRA Submission - Questions
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